OPERATIONAL SERVICES DIVISION

Job Aid:
Seller Administrator: Organization Maintenance

This Job Aid shows how to:
* Maintain company information

Of Special Note:

A Seller Administrator has the ability to maintain company information. It is the responsibility of the Seller Administrator to

maintain the company’s information and ensure that the information provided is true and accurate. The Seller

Administrator also has the ability to edit the selection of commodity codes and to add and manage users, in addition to

inactivating users who leave their role or organization.

Screenshot

COMMBUYS

COMMBUYS

OPERATIONAL SERVICES DIVISION

COPMBUYS is the only official procurement record system for the Commonwealth of
Massachusetts’ Executive Departments. COMMBUYS offers free internet-based access to all
public procurement information posted here in order to promote transparency, increase
competition, and achieve best value for Massachusetts taxpayers.

COMMBUYS INFORMATION:

For more information on COMMBUY'S please visit the COMMBUY'S support pages.
Training and Registration for Purchasers

Training and Reagistration for Sellers

Job Aids for Purchasers

Job Aids for Sellers

If you hawe any questions or concerns contact the COMMBUY'S Help Desk at
COMMBUY S@@state ma.us or ring us during normal business hours (SAM — SPM Monday —
Friday) at 1-888-627-8283 or 617-720-3197

Register
Register here to begin using COMMBUYS.

“endors, please read this disclaimer prior to registering

Complete Registration

Complete registration here to begin using COMMBUY'S.

“endors, please read this disclaimer prior to completing registration.
Open Bids

Browse open bid opportunities.

Active Contracts
Browse active Contracts/Blankets.

Contract & Bid Search

Search for Bids and active Contracts/Blankets.
Registered Vendor Search

Search for registered vendors.

Login 1D:

Password:

Forgot your password?

© 2014 Periscope Holdings, Inc
Al Rights Reserved

Directions

1. Launch the COMMBUY'S website by
entering the URL
https://www.commbuys.com/bso/ into the
Browser.

Login using your Login ID and password

Maintenance Home Page for: Test

General LG
Maintain Organization Maintain Users on this . Add Associated
Wiomaton Account A USErSONSROCUME  rin
q — —  —

M= E

This secfitn & used for ‘This sectien & used to mainian | This secfon & used 1o add This secfion i used for adding
maintaining organizaion users for the organizafion users fo the organization. an organzation with the same
information. Tax D
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2. This image displays the home page of a
Seller Administrator. Select Maintain
Organization Information to perform
organization maintenance.

Note: If you have both the seller roles, make
sure you are in the Seller Administrator tab.
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https://www.commbuys.com/bso/

Screenshot Directions
3. This screen will allow you to edit and or add

Maintain Organization Information for: Test

OPERATIONAL SERVICES DIVISION

Job Aid:

Seller Administrator: Organization Maintenance

Maintain Commodity-EPP Maintain Program

Maintain General
Organization Information Hamian Addresses Codes & Senvices Qualification
— — — —
s = | e ey
This secfon & used for This sechon & used fo maintsn | This section 8 used to maintain | This secion is used to mantain
‘manaining general addresses. commodity-EPP codes and ‘program qualificaton.
organization information. SENVICES.
N Maintain Terms and Maintain Quote .
Maintain Regions Cateores AachmentReposiony Credit Memo List
— — ' —_— —_—
] B | |E

Tegions.

ferms and categenes. files inthe:
reposiory.

This secfion i used fo maintsn | This secfon & used fo maintsn - This section & used to maintain | This section is used to view

Quote atiachment  credi memos.

Copyright © 2014 Periscope Holdings, Inc. - Al Rights Reserved.

information to maintain accurate records for
your organization.

Note: The Commonwealth will not be using
the Maintain Regions icon. Additionally, the
Credit Memo List will not be used.

1

1
el
el

This section is used to maintain

regions. terms and categories.

This section is used to maintain | This section is used to maintain

files in the quote attachment
repository.

=

Copyright @ 2014 Perizcope Heldings, Inc. - All Rights Reserved

Mz_ﬂnti_]m General ! Waintain Addresses Maintain Commoqmr-EPP Maintain Pro_gram
Organization Information Codes & Services Qualification
I I I I
I I N I
I I I I
This section is used for Thiz section is used to maintain | This section is used to maintain | This section iz used to maintain
maintaining general addresses. commodity-EPP cedes and program qualification
erganization infermation. SErViCes.
. ; Maintain Terms and Maintain Quote . )
Maintain Regions . ; Credit Memo List
g Categories Attachment Repository
—— |
L —— L ——

This section is used to view
credit memos.

4. Select Maintain General Organization
Information to maintain the organization’s
default information, including name, business
description, emergency contacts and any
attachments.
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Job Aid:

Seller Administrator: Organization Maintenance

Screenshot

Maintain General Organization Information

Vender ID: 00000628
Company Name™: |TE'SI | Vendar Legal Name®: |TE'SI
DBA for Vendor:
Tax ID&" 004248838  Country Code for Tax ID*: | US - United Siates of Amarics
Is Tex |0 # en Employer [dentification Number (EIN) or 8 Social Security Number (SSN)7
@ EIN ) 85N

Incarporation Details: State. Year of Incarparation El

Business Desoription: | |

Prefemed Delivery Method: | Email ¥

ender Email: test@goperiscope.com
“Wendor Fax

Emergency Supplier

U¥es @ No

Emergency Phone®: l:l l:l Ext.:

Emesgency Contact Name®

Emergency Emai®

Emergengy Infa Comment: | ‘

User Last Updsted: Eric Jacobsen
Date Last Updated: 03/268/2012 10:48:22 AM

Attachments

No Attachments

File: Choase File | N file chosen

Desciption: |

| Upleag

_ SavedExit || Seved Continue [| Reset | Cancel2Exit _

Copyright @ 2014 Periscope Heldings, Inc. - All Rights Reserved.

Directions

5. The Maintain General Organization
Information page is where you manage your
organization’s general information.

Description of fields:
* Vendor ID - identifier of the current
Vendor record; non-editable field
* Company Name - required; enter or
modify the Vendor company name
* Vendor Legal Name — required; enter or
modify the Vendor’s legal name
*  Tax ID# — required; cannot modify
* Is Tax ID # an Employer,
Identification Number (EIN) or a
Social Security Number (SSN)?
— choose the type of Tax ID when
registering
*  Country Code for Tax ID — designate
Tax ID country
* Incorporation Details — the state and
year of incorporation for the Vendor
* Business Description — short business
description
* Preferred delivery method — Vendor's
preferred notification method (drop down)
* Vendor Email — required
* Vendor Fax —not required
* Emergency Supplier — if yes, complete
the other emergency fields

On the bottom of the Maintain General
Organization screen, you have the ability to
add an attachment to the Vendor’s profile.

Click Choose File to add an attachment then
enter a description and check confidential if
applicable.

Click Upload to finalize the attachment.

Click Save & Exit to save updates and return
to the Maintain Organization Information.

Last Revised: 2014-11-26
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Job Aid:
Seller Administrator: Organization Maintenance

Screenshot Directions

6. Next, select the Maintain Addresses icon
on the Maintain Information homepage.

Me_ﬂntgm General ! Waintain Addresses Maintain Commoqmr-EPP Maintain Pro_gram
Organization Information Codes & Services Qualification
I I I I
I I N
I I I I
This section is used for This section is used to maintain | This section is used to maintain | This section is used to maintain
maintaining general addresses. commodity-EPP cedes and program qualification
erganization infermation. SErVICEs.
Maintain Regions Waintain Ter_ms and Maintain Quote Credit Memo List
Categories Attachment Repository
I —— I
I L —— I

el

&l

This section is used to maintain | This section is used to maintain | This section is used to maintain |  This section is used to view
regions. terms and categories. files in the quote attachment credit memos.
repository.

7. Add or edit vendor addresses on this page.

Note: Ifyou see the word Edit in the Name

column, please click the Edit to open a
- serert atng At S P detailed view of your organization’s address
= and update the “Name this Address” field

maybery fid, GA 00001
us
Email: test@gepariscope.com

Phane (25515555555 Click the Add Another Address button to
s e e Y 444 2 new address.

Name Address Type Address Information Status Default
for Type

8. An organization can have as many
addresses as needed, but each address type
is required to have a default.

There are five address types to choose from:
* Bid Mailing Address

Enter a New Address « Emergency Mailing Address
e [+] *  Purchase Order Mailing Address

Name Tils Address .

pa— * Remit Address

ess e + Sales Address

Address Line 2

Address Line 3 . . . *
o Required address fields are marked with an *.
cowtry® US - Unhes S0t AT o | .

CE: S Pris” By default the address is marked Active, but
i Coury . .

et o other options include:

Tl Fre2 Madlke (] Inactive

= e | e Deleted

i k Aremae i | Locked

sms AR WeDAGress | b ocke

7 Defal zonees T M resR e (ERgIRWIn FRD! o FRDs) ° Pending

Sae &EdR fiesel Cangel & Exi

However, if only one address has been
entered, only Active is available as a
selection.

When complete, click Save & Exit.
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OPERATIONAL SERVICES DIVISION
Job Aid:
Seller Administrator: Organization Maintenance
Screenshot Directions

Address Book - Test 9. To edit a Vendor’s address, click the
hyperlinked name to open the address
information (seen on step 7). Edit the

General Mailing Address

. *,

e e information as desired.

Address Line 1 ftst

Address Line 2: When complete, click Save & Exit.
Address Line 3

Address Line &

Cnunh'y*: US - United States of America v |

city*: maybemy rfd State/Frovince™ [34

2% W‘—‘ County: \—4

Phone®: 558 EESE |Ext:

Toll Fres: : E Mabile: | |

Fax: Email*: i com |

Id: 2472 Altemate Id: |

Status: Active ¥ Web Address: |
' Default sddress for this sddress type {Begin with hitp:// or hitps:/)

_ Saved&Exit || SavedContiue f| Reset §  Cancel&Exit I

Copyright @ 2014 Periscope Heldings, Ine - All Rights Reserved.

N . ctect the Maintain Commodity-EPP

Codes & Services icon on the Maintain

Maintain General . Maintain Commodity-EPP Maintain Program H
- ; Maintain Addresses B - .
Organization Information Codes & Services Qualification Informatlon homepage

I I I I

I I I

I I I I
This section is used for This section is used to maintain | This section is used to maintain | This section is used to maintain
maintaining general addresses. commodity-EPP codes and program qualification
erganization infermation. SErViCes.

Maintain Terms and Maintain Quote

Waintain Regions Categories Attachment Repository

Credit Memo List

1

1
el
el

This section is used to maintain |  This section is used to maintain | This section is used to maintain | This section is used to view
regions. terms and categories. files in the quote attachment credit memos.
repository.

T

Copyright @ 2014 Periscope Heldings, Inc. - All Rights Reserved.

11. Select the Maintain Commodity — EPPs
icon to add or inactivate commodity codes for
the Vendor profile.

Mzintzin Commodity-EPPs
Thils gacfion |5 Usad 10 20007 Temoe commdR-ERPs. | | ==

|

| [igplay Inactive Commodity-EFF

T Sl )
.

—
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Job Aid:

Seller Administrator: Organization Maintenance

Screenshot Directions

Commodity-EPP and Service Codes
Current Codes - Test
Deactivate Code

Description Date Added

(] 10-10-15  Livestock 03/26/2014

Copyright @ 2014 Periscape Holdings, Inc. - All Rights Reserved.

12. All Vendors must have at least one
UNSPSC code associated with their Vendor
profile.

Click the Add Additional Codes button to
add codes.

UMN $P §C Ssgment-Famiy | [=]
UMNSP5C Class [El

P —
ALL of the criteria ||

o‘ 'Uise T Code Search Engline IMou ane tamilllar wilh B2 code. [Tnot use e Code Browse below.

UN 5P 5 C Code Browse

D sekatme category It Dest desaIngs 2 PIOduSt 3nd S2NVG2 U o Click o0n 2 GUESTIOn MEMK T Mane FSMmation.

sarch using

Lie Plant and Anlmial Material and Accessaries and Supplies
Mineral and Texdlie and Inadible Flant and Anlmal Materials
Chemicals Inciuding Sk Chemicsils and Gas Materials

Fesin and Rosin and Rubner 3nd Foam and Flim and Elasomenis

5 1= 1=

I

13. Search by Class, Item, and/or Keyword to
find the UNSPSC code(s) to assign to the
Vendor.

You can also click through the hyperlinked
codes listed to open further detailed UNSPSC
segment numbers.

UNSPSC codes determine which bid
notifications you will receive; therefore select
all possible codes to cast the widest net.

Ovarall Validation Varnings
ISP Coos I neguired, plezse sekect 2 lezst one

UN 3P SC sspment-Famty | 10-20 - Live rose bushes [=]

UNSPSC Class [ [=]

I .
Search using ALL of the criteria ||

P S C Code Browse g8

|o
w

L] g i
¥ Code Descrigtion
W 10s L D2 O [3VEn0Er OF undie 1oe DuEnEE
¥ 128 Lz n0o0lzte oF RO Tose DushEE
W 12017 L CrmT noEe DuEneEs
¥ 102013 Lz green or e rose usnes
FRRL S H Lz gt plok rose busnes
W 10 L muRk-okned ok ross DusnEs
W 10 i@ Orange ross usnEs
[ e L@ pascn rose DuEhes
W 10z b2 ok rose Bushes
¥ iR L@ el 07 DU ToBE DUEhES
W 102025 LIS BwEEtEEn MoEe DuEne
W 120 Lz wiRe rose Dusnes
[ bz yeliow rose Dushes
W 10 b= 507z 0se DUETE

Saue 20d A Wore

Copyrignt @ 2014 Pertsoooe Holdngs, nc. - All Rights Resened

14. Select all the possible codes and click
Save at the bottom of the screen.

Save and Add More can be used to continue
to another UNSPSC search.

Last Revised: 2014-11-26
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_ Deactivate Seleded ltems l Add Additional Codel Cancel & Exit

OPERATIONAL SERVICES DIVISION

Job Aid:

Seller Administrator: Organization Maintenance

Screenshot Directions

Copyright & 2014 Periscope Holdings, Inc: - All Rights Reserved.

Commodity-EPP and Service Codes
Current Codes - Test
Deactivate Code Description Date Added
(] 10-10-15  Livestock 02268/2014
] 251000 Motor vehicles 08/15/2014
] 28-10-18  Paszenger motor vahicles 081572014
] 25-10-16 Product and material transport vehicles 081572014
@ 281017 Safety and rescue vehicles 08/15/2014
] 25-10-18  Motorized oycles 08/15/2014
@ 28-10-19 Specizlized and recreationsl vehicles 08/15/2014
] 25-10-20 War vehicles 08/15/2014
@ 2840-21 Truck raciors 0a1E2014

15. Once saved, the codes will appear as
current codes.

To deactivate (remove) codes, check the
Deactivate box next to the code you wish to
remove and then click Deactivate Selected
Items.

To add more codes click Add Additional
Codes.

Click Cancel & Exit when commodity code
maintenance is complete.

Mzintzin Commodity-EPPs
Thils s2cfion |5 Usad i 20 or remowe commadR-ERPs.

| [lisplay Inactive Commodity-EFF

T 2 -
.

—

16. Select Display Inactive Commodity
Codes from the Commodity Maintenance
homepage.

This displays a list of commodity codes that
were at active at one time for the vendor.

Commeodity-EPP and Service Codes
Inactive Codes for Test

17. To reactivate commodity codes that have
been deactivated, simply place a check mark
in the item’s Activate box and click Save &

Activate Code Description User Last Updated Deactivated Date Exit
@ 25-10-18  Motorized cycles TESTER1 08/15/2014 "
a 25-10-19 Specialized and regeaticnal vehidles TESTER1 08/15/2014
[m] 28-10-20  War vehicles TESTER1 08/15/2014
(] 25-10-21 Truck fractors TESTER1 08/15/2014
Copyright & 2014 Periscope Holdings, Inc - All Rights Reserved.
Last Revised: 2014-11-26 7 Seller Admin Organization Maintenance




OPERATIONAL SERVICES DIVISION

Job Aid:

Seller Administrator: Organization Maintenance

Screenshot

Maintain General Maintain Commodity-EPP Maintain Program

Maintain Addresses

Organization Information Codes & Services Qualification
I I I
I I I

&l

&
|

This section is used for
maintaining general
erganization infermation.

This section is used o maintain
program qualification

This section iz used to maintain
commodity-EPP cedes and
services.

This section is used to maintain
addresses.

Maintain Terms and
Categories

Maintain Quote

Attachment Repository Credit Memo List

Maintain Regions

&l

This section is used to maintain
regions.

This section is used to view
credit memos.

This section iz used to maintain
files in the quote attachment
repository.

Copyright @ 2014 Perizcope Heldings, Inc. - All Rights Reserved

This section is used to maintain
terms and categories.

Directions

18. Next, select the Maintain Terms and
Categories icon on the Maintain Information
homepage.

Terms, CIIEQDHES, and Certifications - Test

Categories & Certifications

Category: DUS Number

Please select at most one stegory valie
‘s;m

‘ [3]  This s the DUNS number assigned fo my Business

Notes:

3

not a real vendor

Category: Environmentally Preferable Product

Description: Does your company sell environmentally preferable products or services (EPP)? EPPs are products and services that have a lesser or reduced effect on human health and
the environment when compared to competing products or services that serve the same purpose. They may include, but not be limited to itemns that contain recycled materials, minimal
waste and conserve energy andlor water and reduce the amount of toxic substances disposed or consumed, space of lessen the impact to public heafth,  Category URL:
fttpc/wwnv.mass govlepp

Please select at most one etegory valie
Sect

E
[ Ye

Notes:

Category: MBE Certified

Description: A check in “certified" indicates you are currently certified by the Massachusetts Supplier Diversity Office (SD0) as a Minority Business Enterprise (MBE). Note that, once your
(COMMBUYS registration is complete, your selection will be validated against the SDO Directory of Certified Businesses. The database is available for search at the following link.
Category URL: hito liw mass qovisdo

19. Edit the terms and categories associated
with your COMMBUYS account. Some
categories cannot be self-selected as they
require Commonwealth approval and will be
selected internally by the Commonwealth.

To add a Category to the profile, check all the
appropriate boxes and scroll to the bottom of
the page.

Once you are finished click Save & Exit.

Categories — Categories are often used to
identify businesses, for instance a minority
owned or small business, so they will be
searchable using this criterion.

Certifications — Certifications are agency-
defined ways to verify and document Vendor
compliance with categories. May include:

O orees licensing, insurance policy numbers, or any
oo proof of compliance as determined by the
Category: Prompt Pay Discount agency i . i .
bescripton: Does your company offer one or more Prompt Payment Discounts for receiving pay hanthe standard payment torms? . If there is a certification available for a
e category, it will be available to add once a
@ category is assigned and the changes
s saved.
Last Revised: 2014-11-26 8 Seller Admin Organization Maintenance
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Job Aid:
Seller Administrator: Organization Maintenance

Screenshot Directions

Maintain Organization Information for: Alyssa'a Place 20. Next, select the Maintain Quote
Wsitsin General _ Vaitein Cammodi- Attachment Repository icon on the Maintain
o | e ot e Information homepage

X Attachments can be added as a file and/or as
e O Bl B o a folder to the repository. Once created this
L i repository is viewable by the vendor users

Hsintin Regions "’im:::“"d "‘i““inaemw Creditlemo List and buyers.
= =
— — —— —
This section Thls section ks Thls saction ks This section i
reghons. e flles. e
repIERory.

‘Cogight © 2014 Persanpe Hoidings, 1 - All Rights Rzsened.

21. Click the Add File link.

Attachment Repository
Regosory Locaion | Repuet) |

S quots A7l | Crese o
[Engty)

Copyright @ 2014 Picage Hobings . - Al Righs Resaned.

22. Add a name, a brief description and

orowss o e 16 you wish fo Siach and
10 Y s e i o W 0 e g s S e ATt P B e o s 1200 30 0 Ol e oracrs select Save & Exit.

o | The file will now be available for attachment
Dt | when submitting quotes

i N oeen ’

Ottt g

Lovat e

S3RLE0 Sagd Corinee fm Canel4Ed
Copriget © 2014 Petouge Holdgs, i - Al R Resened.

23. To create a folder, click the Create Folder
link seen on step 21.

Atachment Repositry - Create Folder Add the name of the folder to use for file

Loz R storage and Click Save.
Foier Name: | |

The new folder will now be available for file
Gl storage.

Copyrg 201 Percape Fodings, . - Al g esenied

!
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